
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There is no denying that fall is here as we begin to feel the crisp air of the early 
mornings and see the changing colors of the leaves. I hope everyone is looking 
forward to the quickly approaching holiday season as much as I am, but for now 
I’m enjoying this season of change. It is somewhat symbolic of the changes that 
are about to take place with the implementation of KHRIS. With that said, due to 
the fact that we are including very complex development items in KHRIS and 
because we realize the necessity for more extensive testing and thorough 
training, we have decided to adjust the go-live implementation date to March 
31, 2009.  This will give us adequate time to complete all necessary steps to 
ensure a quality product and a successful implementation. 
 
Also, I would like to congratulate and announce that effective October 1, 2008 
Barbara Barnes, Director for the Division of Career Opportunities, was named 
Acting Commissioner for the Department of Personnel Administration. 
 
In the meantime, if at anytime you have any questions or concerns, please feel 
free to contact my office. 

Thank you! 

- KHRIS Update 
- DPA Acting Commissioner 
- AIKCU/Interns 
- Payroll/Insurance Problems 
- Payroll Schedules 
- Petition Letters 
- Back-up Documentation 
- COS User Groups 
- Cabinet Directory 
 

AIKCU-sponsored 2009 Frankfort Internship Program: 
 
In reference to Personnel Memo (PM) 08-28, released on October 20, 2008, below are the 
Personnel/Payroll instructions: 
 

1. Agency must submit Exemption to Hiring Freeze. 
2. Enter a P-1 to establish (E71) and appoint (A11). 
3. Effective date of appointment is 01/16/09.  Appointment will run through 4/15/09. 
4. There is no position description required. 
5. Remarks must state – FRAK SEM INTER – STIPEND. 
6. Use title code 9901 – Co-op. 
7. Agency shall pay student internship participants a stipend of $375 per pay period. 
8. You do have to withhold Social Security tax. 
9. Agencies will be responsible for ensuring interns will work at least 30 hours per week. 
10. There are no timesheets required.  

  
To see the entire PM, please go to our website at: http://personnel.ky.gov/persadmin/info/persmemo.htm  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Information from the Department of Employee Insurance: 
 
The Enrollment Information Branch of the Division of Insurance Administration in the Department of 
Employee Insurance has provided us with the following information to be shared with payroll officers 
regarding issues between payroll and insurance that can create problems with the employee record.  For 
guidance on these issues, please contact the Enrollment Information Branch.  For assistance with payroll 
issues related to this, please contact the Payroll Branch in the Division of Employee Management, 
Department of Personnel Administration. 
 
SUBJECT: Transfer and Resign of Employees within State Payroll 
 

1. The old agency should not manually change the status to “terminated” on a P-1 employee who is 
transferring to another agency.   

2. The old agency should not stop the employee deductions on their Y screen if they are transferring to 
another agency within state payroll.  If the deductions are stopped when EIB receives the transfer and if 
the new agency does not know that the deductions been stopped, then no deductions will come out of 
the employee’s paycheck.  The previous agency needs to let the new agency handle the process on the 
P1. 

3. For an E12, a transfer within the same cabinet with a new co# or dept #, an update form to transfer 
should be done. 

4. The insurance coordinator of the new co# will have to send an update form to transfer the employee. 
5. Resign & Reappoint (Y24) & (Y21): The insurance coordinator will need to send in a update form to EIB. 
6. Employees need to be asked what was last day worked. If last day worked was 29 days or less, notify 

IC to send update form as a transfer. 
7. For reorganizations, please contact DEI at least a week before the reorg takes place, with the following 

information: Co#,   Agency Name and address, Contact person / phone # for benefits. 
8. For a new agency payroll administrator or insurance coordinator (IC), please contact DEI with the 

following information: Co#, Agency Name and address, contact person/phone #.  The IC needs to fill out 
the IC Verification form and fax it to DEI. 

Shift Code Clarification: 
 
It appears that there has been some confusion regarding the use of shift code 44 (shift varies) and titles 
approved for weekend premiums.  
 
Please be advised that if a title is approved for weekend premium and the employee also works second 
and third shift, shift code 84 (varies weekend) should be used. Shift code 44 (shift varies) is used for 
second and third shift but does not include a weekend premium. 
 
System changes are currently underway to prevent this error in the future. 
 
As a reminder, please see the following available codes: 
 
10- First Shift                 50- Weekend Premium 
24- Second Shift            64- Second Shift Weekend 
34- Third Shift                74- Third Shift Weekend 
44- Shift varies               84- Varies Weekend 
 
If further clarification regarding the usage of shift codes is needed, please contact the Processing & 
Records Branch Manager, Carolyn Bruce, at 564-6657.  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Petition Letter Examples: 
 
Due to multiple requests we have created examples of petitions for establishments to accompany the 
12:040, 12:050, and 12:210 letters. These can be found on pages 41 and 42 in Chapter 5 of the 
Procedures Manual for Personnel/Position Actions on our website: 
http://personnel.ky.gov/NR/rdonlyres/BFBAE57A-AD60-4533-B672-3FE936BC717A/0/pers5s1.pdf  
 
If you have any questions regarding these examples, please contact Debbie Parido at 502/564-6859. 
 
 
Back-up Documentation: 
 
At present, the Processing and Records Branch is receiving back-up documentation for 12:040, 12:050, 
and 12:210 actions from both the agency and in-house. To reduce the waste of paper and time, please do 
not send back-up documents for these as we will provide these in-house as needed.  
 
If you have any questions, please contact Classification and Compensation Branch Manager, Jim 
Lambert, at 502-564-6832. 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
COS User Group 
 
The COS User Group formed in early April 2008.  The group consists of primary COS Users from a 
variety of state agencies, with the purpose of sharing information, ideas, and concerns related to 
business and technical procedures.  The open communication has lead to several process 
improvements, as well as stronger working relationships between the Division of Career 
Opportunities and the agency customers we serve. 
 
Meetings are scheduled as the need arises, typically every month or two.  We start with a set 
agenda, but leave ample time for questions and discussion.  Afterward, meeting notes are compiled 
and e-mailed to all group members.  It’s expected that the members will share the information within 
their respective agencies.  Periodically between meetings, feedback is solicited from the User Group 
for proposed COS changes. 
 
COS User Group members are: 
 

Name Agency  Name Agency 

Katie Barber Personnel  Joy Kiser 
Dept for Local 
Gov't 

Honor Barker Veteran's Affairs  Vicki Mackey Juvenile Justice 
Pat Barnard Fish & Wildlife  Joanna Neubert CHFS 
Debbie Beasley Parks  Rebecca Ogden Education 
Jamie Caldwell Military Affairs  Robbie Perkins Personnel 
Amanda Coulter Corrections  Stacy Perry Finance 
Rick Davis Personnel  Deniese Pyles Finance 
Alisa Edwards Agriculture  C-Ann Robinson CHFS 
Christy Franklin Transportation  Kim Roush Personnel 
Suzette Gash Personnel  Crystal Simpson Military Affairs 
Kim Hicks Education  Jennifer Stewart Transportation 

Larry Ibershoff Labor  
Bobbie 
Underwood Corrections 

Lynn Keeling Labor      
 
If you have an interest in participating in this group, or have questions about it, please contact Rick 
Davis at rickc.davis@ky.gov.  
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


